CONFIRMATIONS IN TAP

(VIEWING CARDIFF ORDER CONFIRMATIONS IN TAP)

You will receive an email stating the below:

Dear Agent:

Your confirmation is ready for you to review on Taxpayer Access Point (TAP) https://tap.dor.mt.gov.
Please sign in using your User ID and Password to access your confirmation letter.

Thank you,

Your Liquor Distribution Team

Go to the TAP website at https:/tap.dor.mt.gov/ /#1
(you can add this site to your favorites)

Now at the “TAP” Website. Click “Liquor”

@ nttps://tap.dormtgov/ /1 O~ @ ¢ X

File Edit View Favorites Tools Help

- ~ [ d= v Pagev Safetyv Toolsv @~ QN W]

y O

=

Give us your feedback

e Welcome to Taxpayer Access Point (TAP)

Home Welcome to the Montana Department of Revenue's
Back Online Services including Free Filing

FAQs

Navigation
_ Use these services to quickly and easily file returns, make payments. access your
account online and conduct other common transactions with the Department of

Revenue.

Individu..

Unclaimed Property
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https://tap.dor.mt.gov/

Click “Login”

=

=
Give us your feedback

Liquor Services

The Liguor Control Division is committed to providing quality electronic services to
customers with liquor vendor accounts, agency store owners, liquor licensees and
FAQs registrants. To log in to your account or sign up for account access, please click on one
of the links below TAP Services. Other Services are available for all users. If you
experience any problems, please contact us toll free at (866)-859-2254 or 444-6900 (in
Helena)

Navigation

TAP Services

Login REQUIRED

Other Services

'/ Vendor Calculator
P
Vendor Calculator - Up
( License Search
- o -
Server Training Submit

( Sign up Now!

Login Services Include:

* Make and view payments
* Request name and address P
changes Server Training Search

File & Pay Liquor License Renewals
File requests for license changes,
alterations, non-use sSatus

Fife catering reports & wholesale
agreements

File, view & amend beer, wine &
hard cider 1ax returns

View & print orders, backorders,
invoices and coupons (Agency Lig.
Stores only)

Online ordering (Agency Liguor
Stores only)

Access product reports

Enter your “User Name” and “Password”, Click “Login”.

—
Give us your feedback

LOGIN Forgot my Password

| Know Your TAP Colors

= Required.
[Green]| = OK, your entries are valid.
= Needs correction. Place your cursor

Username

FAQs
RunDate: 16-Apr-2013
Toggle Log

Password
[ |

Authorization Code:

Navigation

Home
Login

Revised 4/16/2013

| | over the field to learn more.

If you have received an authorization code please enter it above.
Authorization codes are sent out as an added security step for new

= View only. Laok for Change button

nearby.

logins and forgotien passwerds. YWou can contact us toll free at 1
(§66) 859-2254 or in Helena at 444-6900.
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After logging into your account you will be at the Account Details
Screen.

Click “Web Messaging”. You will receive the below message:

Please go to your “Letters Tab “and click on the blue “Letter ID” link to view your “Cardiff

Order Confirmation”.

Thank you.

Your Liquor Distribution Team

o] e

Montana Tax Numbaer Legal Name
DBA Name
Location Address

FAQ's

Log O

RunDate: 17-Jan-2012
Toggle Log

Mailing Address

Requests Web Messaging l(‘:h‘-rf.";

My Accounts’

d Account Type Name Frequency Addeess Balance
004-LIQ Agcy Lig Str Weekly-Mon

Online Services | Department of Revenue | Privacy & Security Policy | Accessibllity | Contact Us
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Click “Letter ID” to view your “Cardiff Order Confirmation” (this is your order

confirmation).

Give us your feedback NAMES AND ADDRESSES

Montana Tax Number . Legal Mame

Mailing Address
Balance

Location Address

FAQs
Log Off

RunDate: 26-Feb-2013
Teggle Log

AccounTs' | | REQUESTS? | | WEB MESSAGING”

Navigation
1 -100 of 162
Sent Type Account Id Filing Period

21-Feb-2013 L1041432320
21-Feb-2013 LO012834240

iquer Payment Coupon Agey Lig Sir . 103-LI1Q 09-Jan-2013
pre Order Letters Agey Liq Str . 103-L1Cy 20-Feb-2013

View My Profile
Add Access to Another

Account 20-Feb-2013 L0335448192 ‘Cardiff Order Confirmation Agey Lig Sir . 103-L1Cy 20-Feb-2013
14-Feb-2013 L1264709760 Liguer Payment Coupon Agcy Lig Sir : 103-LIC 02-Jan-2013
13-Feb-2013 L1493794560 Store Order Letters Agey Lig 5ir . 103-L1C 13-Feb-2013
13-Feb-2013 L1521141858 Cardiff Order Confirmafion Agcy Lig Str : 103-L1G 13-Feb-2013

Your “Cardiff Order Confirmation” form appears. You can “Print” (upper left-hand
corner) your “Cardiff Order Confirmation” form for review. To close, Click “X” on the

upper-right corner. This brings you to the Account Details Screen.

Edit  Wiew ‘Window Help

M| @[ @[] ]|[HB |2 2| Commen

L]
REVENU i i
A isviENGE Confirmation Form Agency No:

Fed ID No: 000000000

Bl Bl GCse Cse Posted Ext. Agt's
Stock No Description Ord Ship Ord  Ship Price Amt. Reduc. Total
110-010550-75 BLACK VELVET TOASTED CARAMEL o 1] 2 2 1255 301.20 36412 264,788
110-011058-17 MAC NAUGHTORNS 80 PF 4 YR o 1] 1 1 18.55 111.30 13455 97.845
110-011296-75 CROWMN ROYAL o 1] 2 2 2480 595.20 71.954 523246
110-011287-10 CROWMN ROYAL o 1] 2 2 30.30 72720 &87.911 639.289
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After reviewing your “Cardiff Order Confirmation” form, you can make changes to
your order. Click “Accounts” and Click “ID”.

Give us your feedback HAMES AMD ADDRESSES

Mordana Tax Member 4EB0450 Legad Hame
Mailing Address

Location Asdneds

Click “Change Order”
and Pending Customer Orders
Piog Pericd  Closed e Posted Price  Agent Price  Imvoca/Coupon Order Adustments  Ovder Comfrmuton
06Mar 2013 3EJanR009  NEW o0 003
27.Feb 2013 Contrmes 25080 2242
0Fe0- 013 IMFeb 2013 Shpped 14539075 12776502 Wwoxe/CToupon Croer Confermation
13Feb-2013 13502013 Shipped 102,388 20 0 854 45 Wwoce Coupon Croer Confaradon
06Fe 2013 05502913  Shipped 11425115 100423 63 Wrvoxe Toupon Croer Confermation
0Jan2913  3Jan201)  Shigped 155855 65 145749 23 voxe'Cougon Croer Contarmadon
16002013 1TJan201)  Shpped Ligs s 155606 26 voce/Cougan Ovoer Confematon
09202013 09Jan201)  Shigped 12570 110 85 woxeToupon Croe Confereadon
0902013 09Jan201)  Shipped T3 4N 0 64528 44 Invoxe Toupon Croat Confematon
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Click “View/Change Liquor Order”

Give us your feedback

1
SUMMARY

Web Liquor Order

FAGs .
Log Off 1. Select the Pick Date for your order | 27 Feb-2013

RunDate: 26-Feb-2013 If the Pick Date {not submit date) above falls on a holiday, please enter | .
Teggle Log your alternate pick date 0|

Navigation

Note: You must submit your new order before 4 AM and changes before 11 AM of the Pick Date
My Accounts

Lig. Store

Request

2. View/Change liquor order

Total Number of Botiles Ordered: 60 Total Number of Cases Ordered: 14

Confirmed: 60 Confirmed: 14

3. Once your order is complete, please click Submit

This brings you to the “Liquor Order Table”. To make changes (add or remove) type
the “Product Name or NABCA Number” in the filter area and Click Enter.

Liquor Order Table
Crder Pick Date 27-Feh-2013
Total Mumber of Botlles Crdered: Total Mumber of Cases Ordered:
Click Here to View Price Books

Type name or item number in green box to search
1 - 60 of 3,649 1« <« B 2 3 4 5 s> o

Wter
ltem Id - tem Name Bottles Requested Confirmed  Cases Requested Confirmed  Inventory Class My ltems
020-000575-75 - 8 SECONDS BLACK 8 YR CANADIAM WHISKEY 0 0 1] 0 Special Order ltem Myltems
020-003655-75 - HERRADURA SILVER TEQUILA 0 0 1] 0 Regular Listed Item Myltems
020-003656-75 - HERRADURA AMEJO TEQUILA 1] 1] i] 0 Regular Listed ltem Myltems
020-003657-75 - HERRADURA REFPOSADO TEQUILA 0 0 1] 0 Regular Listed Item Myltems
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The product will appear.

Example: If you want to change the quantity of cases from 3 to 4, Type 4 (the total
amount needed) in the Cases Requested field. Clear the green Filter Field and Click
Enter (change was made). By clicking Enter the order screen will reappear. Keep
doing this until you have completed your changes.

Originally 3 Cases

Liquor Order Table

Order Pick Date 27-Feh-2013

Total Mumber of Bottles Crdered: 60 Total Mumber of Cases Ordered: 14
Click Here to \View Price Books

Type name or item number in green box to search

40835
Item Id - ltem Mame Eoitles Requested Confirmed  Cases Regquested Confirmed Inventory Class My tem
290-040835-75 - SKYY INFUSION DRAGOM FRUIT VODKA 1] 0 3 3 Special Order ltem Iyltems

-« =

Changed to 4 Cases

Liguor Order Table

Order Pick Date 27.Feb-2013

Total Number of Bottles Crdered: &0 Total Mumber of Cases Ordered: 17
Click Here to View Price Books

Type name or item number in green box to search

40835
Itemn Id - Item Mame Eofitles Requested Confiimed  Cases Requested Confirmed Inventory Class My ltem
290-040835-75 - SKYY INFUSION DRAGON FRUIT VODKA 0 0 4 3 Special Order em Iy ltems
= e o
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Clear the Filter Field and Click Enter for the list to reappear. Now type in the next
product item that needs to be changed (added or removed). You can go back as many

times as you need to make changes.

Liquor Order Table

Order Pick Date 27.Feb-2013

Total Number of Eoifles Ordered: 50 Total Mumber of Cases QOrdered: 17
Click Here to View Price Books

Type name or item number in green box to search

1 - 50 of 3,549 14 <a n 2 3 4 5 > el

NEilter

Item Id - tem Name Bottles Requested Confirmed  Cases Requested Confirmed Inventory Class My e
020-000875-75 - 8 SECONDS BLACK 8 YR CAMADIAN WHISKEY 0 1] 2 0 Special Crder ltem Myltem
020-003655-73 - HERRADURA SILVER TEQUILA 0 1] 0 0 Regular Listed Item Myltem
020-003656-75 - HERRADURA ANEJD TEQUILA 0 1] 0 0 Regular Listed Iltem Myltem

Click the “Ok” in the lower-right corner to exit the Liquor Order Table screen. After
clicking Ok you will be at the Web Liquor Order screen.

Liguor Order Table

Order Pick Date 27.Feb-2013

Total Number of Bottles Crdered: &0 Total Mumber of Cases Ordered: 17
Click Here to View Price Books

Type name or item number in green box to search

40835
Itemn Id - Item Mame Eoitles Requested Confirmed  Cases Req nfirmed Inventory Class My ltem
290-040835-75 - SKYY INFUSION DRAGON FRUIT VODKA 0 0 ecial Order lem Iy ltems
= e o
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Once your changes are completed, Click “Submit” and “Log Oft” on the left side of the

screen.

5

Give us your feedback

Web Liquor Order

Home
Back

FAGs -
1. Zelect the Pick Date for your order
Log OFf 27-Feb-2013 H
RunDate: 26-Feb-2013 If the Pick Date (not submit date) above falls on a holiday, please enter -
your alternate pick date =

Toggle Log

Navigation
Note: You must submit your new order before 4 AM and changes before 11 AM of the Pick Date
My Accounts
Lig. Store

Request

2. View/Change liquor order

Total Humber of Botiles Ordered: 60 Total Mumber of Cases Ordersd: 14

Confirmed: 60 Confirmed: 14

3. Once your order is complete, please click Submit

Changes to your order can be made until 10:50 a.m. on

your pick date.

The TAP Submit button must be clicked by 10:50 a.m. for changes to
become effective and not rejected by the TAP system.
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